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Toi Morsellor Eotor 

From: NatdanRfes 

D^U: August 0^, 2005 

Ret Wrmn Wamiitg- Amended 



Coumerr^^^^^ ^f '^'^^ partanae ia oompatkon to your job expaomtions as an Enrollment 

iSt'i^iK T P^'f^^^^^^f ^^^^ Q^tl^^^d and discussed with you through an email on June 2g, 2005. 

^vlS f " ?.^"*^"""^ *" "^^«* ^^f»^ ^he Senfor Manager and Director to dkeuss your work p^forniancB and job 
STi?^^^^^^^^ TT^"" f ^^' *'" Enmltoent Counselor Perforr^aiio^Gtiideline Matrix to ^.iatU b 

mao^ng your ^^J^'^^ f^ given the following trainings and meetings to assist you in performing your 

TJtJ^^^^^^ f^' 7/12 7/14 7/1 8, 7/28. 7/2§. Your work perfomianca has not impix)ved and you are net performing at 
an acoept^le performanca level fdr your po^itinn. Vour My activities and actual performance w/re an follnw^- 



Goal 



Actual 



Job Perfofmance 

Plans & oi^ganizes work to complete objeetives 

Is motivated to achieve results independently 

Uses creativity in pursing new ideas 

Is conscientious of company resources 

Judgment 

Uses sound judgment in making decisions 

Is timely i^ making deoisiom 

Analyzes oonsequences/effects of decisions 
Demonstrgtes effective problem-solving skills 

Communicates effectively - nral 

Communiaates effectively -- written 

Contributes worthwhile information during meetings 

Working Relationships 

Informs si^ervisor of status of current a$signjiients 

Shows tlexibility by accepting new ideas 

Shows flexibility by profiting from constructive feedback 

Establisheii and promnfe.'i con^truotive working relationships 

Professional Development 

Comnaunioates professional development plans 

Satisfies piofes$ I onal development guidelines 

Applies and utilizes new knowledge, skills or abilities " 

Customer Service 

Interacts C0Operatively and constructively with internal Sc 

external customers 
p^monstrales tact and diplomacy in problem-solving 
Demonstra^s a willingness to build rapport with difficult 

customer's 
Conveys positive attitude toward fellow employees 
Maintains professional, competent demeanor 

Yo« have eontlnued to not meet all or some of the above expectations. It is our expectation going forward you will utilize 
theEnroUment Counselor Performance Guideline Matrix to ensure adequate activity levels are maintained and nveraJl 
performani&e IS improved to an acceptable level. 

As always. 1 am available to assist you in correcting this performance. In accordance with Apnllo^s Rducation Tuition 
Program, your tuition waiver will be revoked effective with the delivery of this documenL I look forward to your 
improved perfomiance; however, understand that ftihire to improve your performance may result in.further disciplinary^, 
action up t© and mcluding tennination. p A i/Kc s^. y-U /}-M^-^ ^ ^^*^^/ p/^ r^x^ /cm fi /^ 

"Employee Name 



7.5-10 
80-88 hours 
10-15 referrals 
6.7-8.7 


5 

68 

3 


Requires Improvement - 

Meets Expectations 
<6-8% apps returned 


>40% without appointments for 
walking to class 

8 out of 10 returned for 
coireotions 


1600 phone calls 
Meets Expectation 
Meets Expectation 


1315 


Meets Expectations 
Meets Expectations 
Meets Expectations 
Requires Improvement 


6 out of S packets reUuned 


Meets Expectation!! 
Meets Expectations 
Meets RxpficTi^tions 




Meets Expectations 
Meets Expectations 




Meets Expectations 




Meets Expectations 





Date 



Supervisor Name 

Ml 
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Ur FEEDBACK ON IVIT WRITTEN WARNING PRIOR TO ACKNOWLEDGEMENT: 

1 . Pians and organizes work to complete objectives. Unsatisfectory 

2, 4. Is conscientious in use of company resources Unsatisfactory 

UNDER JUDGEIVtENT IS TIMELY IN MAKING DECISIONS: YOUR EXAMPLE LESS 
THEN 40% WITHOUT APPOINTMENTS FOR WALKING TO CUSS. 

?n^=™T«^.TS!-^''''^^"^'^^ PROBLEM-SOLVING SKILLS; YOUR EXAMPLE 8 OUT OF 
10 RETUREND FOR CORRECTIONS.- UNSATISFACTORY 

iSTf.^'r'^':!!^ ^^ PROMOTES CONSTRUCTIVE WORKING RELATIONSHIPS: YOUR 
EXAMPLE 8 OUT OF 10 PACKETS RETURNED,- UNSATISFACTORY 
P,2?.,^^Itl^®^ ^^^ ^ DIRECT REFLECTION OF REGS AND HAVE SEMANTICALLY 
T?JS?nT?^2^ ^'^" ™^ -^^"^"^AL VERBIAGE OF THE RATING. AGAIN I OBJECT TO 
Ik£ Y!.1^'^^^ '^ ™'2 f^^TING THAT IS DIRECTLY RELATED TO REG'S OR PERHAPS 
ONE SHOULD RESTATE THIS AS "PRODUCTIVITY GOALS OR ACTIVITY GOALS "THIS 
mi!:^.^ ^^^ '^ WHAT WE ARE TALKING ABOUT - NOT COMPANY RESOURCES OR 
£'^M;J!l'?l!si?.^'^^^^*"^ ^^ COMPLETE OBJECTIVES, THE RELATION TO THE WORDS 
IS INDIRECT AT BEST. I SIGN THIS DOCUMENT WITH THE INTEND JUST 
ACKNOWLEDGE THAT I HAVE RECEIVED IT, SECONDLY, I WOULD LIKE TO ADDRESS 
J^^,tt^J^ ^^ TRAINING OUR TEAM HAS RECEIVED IN THE BEGINNING AND THE 
LACK OF TRAINING WE CONTINUE TO NOT RECEIVE. SOMETHING MUST BE DONE 
^[iE'.I'^F^^ ■'""^^ °^^ ^^ ^^^ LIMITED/STRUCTURED/SCHEDULED DAY IS TIME 
CONSUMING AND CONTRIBUTES TO "WASTING COMPANY RESOURCES" TIME I 
SIGN THIS WRHTEN WARNING WITH THE OBJECTION OF THE CRITERIA AND ' " 
v'ERBiAGE USfcD WITHIN THE WRITTEN WARNING ITSELF AS INACCURATE AND 
EVASIVE PURELY TO ABIDE TO CERTAIN EDUCATION REGULATIONS. I ALSO WANT 
THIS FORM ATTACHED TO MY PERMENATE HR FILE THANK YOU. 



M*^.- 6^ ^//cJ/tfj- 



o^^^ 
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To: Morsellor Ector 
From: 

Date: 

Ke: Wdmn Wammg 



This dAcumsnt outiines your continuing deficient p^rformancs in comparison to your job @xp©ot^tiOu^ is m Enrollment 
Counselor. The deficietit pcf^omance has been outlined and discussed with you through an email on June 2g, 20D5. 
Addttmtrftlly. you wntimied to meet with the Senior Manager and Director to diacuRs your work performance ?inci job 
expect^ioEs. Per discussiomt you are to utilize the Enral Iment Counselor Parformanoe Guideline Matrix to assist you in 
mRtiAKitip; yoiif ?ictivlty bveis. You have been given the following trainings and mestings to assist you in performing your 
role: 7/Dl , 7/06, 7/07, 7/12, 7/14* 7/1 8, 7/28, 7/28. Your work performance has not improved and you are not performing at 
an acceptafele perfarmance level fnr ymir position. Your July activities and actual performance were ag follows: 



Job Perforffiance 

Plans & organizes work to complete objectives 

Is motivated to achieve results independently 

Uses creativity in pursing new ideas 

Is conscierrtfous of company resources 

Judgment 

Uses sound judgment in making decisions 

Is timely in making decisions 

Analyzes consequences/effects of decisions 
Demonstrates effective problem-solving skills 

CoTtirnunic^tes effectively *- or?il 

Communicates effectively - written 

Contributes worthwhile information during meetinp 

Workijttg Retafionships 

Informs supervisor of status of current assignments 

Shows flexibility by accepting new ideas 

Shows fle:*dbi1i^ by profiting from constructive feedback 

K«itabllghe.<s and promote*^ conjitniotive working relationships 

Professional lOevdopment 

Communicates professional development plans 

Satisfies professional development guidelines 

Applies and utilizes new knowledge^ skills or abilities 

Customer Service 

Interacts cooperatively and constructively with internal Sl 

external customers 
Demonstrates tact and diplomacy in problem-solving 
Demonstrates a wiltingnes)^ to build rapport with difficult 

ct^tomer's 
Conveys positive attitude toward fellow employees 
Maintains professional^ competent demeanor 



Goal 

7.5-10 
80-88 hours 
i 0-1 5 referrals 
6.7-8,7 



Requires Improvement ■ 

Meets Expectations 
<6-Wo apps returned 



1$00 phone calls 
Meets Expectation 
Meets Expectation 

Meets Expectations 
Meets Expectations 
Meetis Expectations 
Require^ Improvement 

Meets Expectations 
Meets Expectations 
Meets Expectations 



Meets Expectations 
Meets Expectations 

Meets Expectations 

Meets Expectations 



MM 

3 

6S 

3 



>40% without appointments for 
walking to cla^s 

8 out of 1 returned for 
corrections 

1315 



8 OUT of 1 packets returned 



You have continued to not meet all or $ome of the above expeciatton.^. It is our expectation going forward you will utilize 
the Rnroilnifitif Counft^tor Parfonms^no^ OMideline M?itrix to ensure ?idequ?ite activity levels are msint^iined and overall 
performance Is improved to an acceptable level. 

As always, I am available to assist you in correcting thi5i performance. Tn accordance with Apono*s Education Tuition 
Program, your tuition waiver wilt be revoked effective with the delivery of this document. I look forward to your 
improved perfomiance; however, understand th^t failure to improve your performance may result in ftirtber discipli3^al'y 
action up to and including termination. 



Employee Name 



Date 



Supervisor Name 



Date 
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